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Higher Education

LLCUI Minnesota Higher Education Services Office -

.\‘ Reporting Discriminatory Harassment at the

Informal Complaints:
Title

Agency Director

Director of Human Resources & Agency Services/
Affirmative Action Officer

Director, Student Financial Aid Services

Director, Research & Program Services

Director, Communications and Legislative Services
Director, Financial Services

Director, Information & Technology Services
Assistant Director, Research & Program Services
Manager, State Student Financial Aid Programs
Manager, Student Loan Programs

Supervisor of Auditing

Formal Complaints:

Title

Agency Director
Director of Human Resources &

Agency Services/Affirmative Action Officer
Director, Student Financial Aid Services
Director, Research & Program Services

Attachment A

Current Name

Robert Poch

Mary Lou Dresbach

Cheryl Maplethorpe
Nancy Bunnett

Phil Lewenstein
Tim Geraghty
Terry Schmit

Paul Thomas

Ginny Dodds
Marilyn Kosir

Tim Medd

Current Name

Robert Poch
Mary Lou Dresbach

Cheryl Maplethorpe
Nancy Bunnett






- Appendix B
Minnesota Higher Education Services Office

Complaint of HarasSment/Discrimihatory Harassment

Please Read Before Completlon of this Form

Any complaint of discriminatory harassment is cons:dered conﬁdentlal data under Minnesota
Statutes 13.39, Subd. 1 and 2. You are not legally required to provide this information, but without |
it, an investigation cannot be conducted. This information may only be released to the agency
Affirmative Action Officer/Designee, the complainant, the respondent appropnate superv1sory
personnel and the Commissioner of Employee Relatlons

Complainant (You)
Name: ' o |Date: | Job Title: .
Agency: o | Work Address:
City, State, Zip Code: -
| The Division in which you work: - | Telephone # | Supervisor:
The Complamt
Basis of Complamt (check all that apply)
: ORace- - O Color o ’ EIMarital Stat&é ‘ _
OSex - o Creed o o Sexual Onentatlon
OAge o Rehglon = Pubhc Assmtance Status

o Disabi]ify | a Political afﬁhatlon o Membershlp or act1v1ty ina local commlssmn ' ;

L | o Natlonal Ongm D Other (glve example)

g '-P?twn you are fling his diéc?iﬁlihat.ojrv harassment complaint against: -

o




Appendix B

If you filed this complaint with another agency or organization, please glve the name of the
agency:

Describe the event(s) that you feel constitute.discriminatory harassment. Include date(s) of
events, time(s), place, and persons involved— mcludlng any non-HESO employees (Attach .
additional sheets if necessary. )

Additional information on your complamt you think is relevant or that would be helpful in
investigating this complamt (Attach addlnonal sheets if necessary. )

.| Names of Other Witnesses: (include names; work address if different than HESO, telephone
‘number if different than work phone at HESO). (Attach additional sheets if necessary.) ’

11 hereby certlfy that the mformatlon I haveiprowded in th1s complamt 1s true, correct, and
| complete t ) the bestof my knowledge dr-behef ' L




Policy on Workplace Violence

Mihnésotd ' \
 Higher Education
Services Office

Zero Tolerance of Violence at the Minnesota Higher

Education Services Office

In 1992, the Minnesota legislature adopted legislation establishing a policy of “zero tolerance of
violence.”! Minnesota’s state policy is that every person has a right to live free from violence.

Each state agency seeks to maintain a workplace that is free from all forms of violence. The
Minnesota Higher Education Services Office has adopted policies and plans to eliminate the potential for

violence and to respond promptly if violence threatens its employees or customers.

Agency Goal is “Zero Tolerance of Violence”

The goal of the Minnesota Higher Education Services Office Policy on Workplace Violence
is to achieve a work environment which is free from threats and acts of violence. Employees and
visitors will be treated with respect and dignity. The agency office will be a safe place.
Employees who are victims of violence in their personal or work lives will find comfort and

support from their co-workers and from the agency’s response to their special needs.

Agency Policy on Workplace Violence

It is the policy of the Minnesota Higher Education Services Office to maintain a workplace
free from threats and acts of violence. Every employee shares responsibility for creating a
positive work atmosphere, without insults or intimidation. The agency will support and protect
its employees and customers from all forms of violence through safety awareness, emergency
preparedness, enforcement of its policy on harassment, cooperation with law enforcement
officials, and programs which promote healthy personal and work relationships. Employees who
intimidate, harass, threaten, or use force which causes hurt, fear, injury, suffering or death will be

subject to disciplinary action. The possession of any dangerous weapon, including firearms, in

Minn. Stat. 15.86.



any Minnesota Higher Education Services Office workplace, by any person other than a law
enforcement officer, is strictly prohibited.

The agency’s policy on work-related violence is supported by:
® C(Clear expectations regarding acceptable behavior by employees, customers and guests.

® Active efforts to promote teamwork and collegial working arrangements, increase customer
satisfaction, support self-development, and offer flexible working arrangements.

® A policy prohibiting possession of firearms and other dangerous weapons in the workplace.

® A revised policy on harassment which addresses all forms of harassment and provides
multiple options for ending harassing behavior, including disciplinary action.

® Required reporting of all threats or incidents of violence that include the use of force.
® Procedures for rapid response to emergencies involving threats or injury.

® (Cooperation with law enforcement officials

Definition of Violence

As a guide to policy and prevention, the Minnesota Higher Education Services Office uses
the following working definition of violence developed by the statewide Violence Prevention
Advisory Task Force:

Violence is the abusive or unjust exercise of power, intimidation, harassment and/or the

threatened or actual use of force which results in or has a high likelihood of causing hurt,

fear, injury, suffering or death.

Much of the day-to-day violence in the workplace involves disputes or harassment which
damage the working environment but which do not include physical force or criminal acts. While
rare, workplace violence that includes perceived or real physical danger can happen, usually from
one of the following:
® Current or former employees who become violent on the job due to interpersonal disputes or

emotional disturbances.

® Family members, acquaintances, or others who have a personal dispute with an employee and
who come to the workplace to carry out a violent act.

® Customers and people who conduct other business with the agency who become violent



toward employees.

® Strangers to the agency and its employees who use public access to the workplace for the
purpose of committing violence.

To foster a workplace where violence is unlikely to occur, the Minnesota Higher Education
Services Office manages the entire workplace climate rather than just responses to violence after
it has occurred. Violent acts frequently result from longstanding disputes or unresolved
arguments that begin with a disrespectful comment or action that escalated to more serious levels
of violence. A positive working environment and culture for employees and customers will help
eliminate the potential for violence, as well as respect the personal worth of each person.

Outside factors that impact the safety of the workplace environment, such as the spillover

effects of family violence into the workplace, concern the agency as well.



Plan for Zero Tolerance of Violence at the Minnesota Higher
Education Services Office

Prevention

> Clear expectations regarding acceptable behavior by employees, customers
and guests.

* Discriminatory harassment policy states expectations relating to the treatment of others in the
workplace by employees, by agency customers and other outsiders.

¢ Training in handling difficult/irate customers

* Training in intervention with “troubled employees” (alcohol/drug abuse, family problems,
emotional disturbances)

> Active efforts to promote teamwork and collegial working arrangements, increase
customer satisfaction, support self-development, and offer flexible working arrangements.

» Agency-wide Quality Improvement focus

e Communications (agency staff meetings, bulletins, newsletters, etc.)
* Involvement of all employees in managing work

* Telecommuting, flextime

* Promotion of Employee Assistance Program [EAP]

> A policy prohibiting possession of firearms and other dangerous weapons in the
workplace.

»  Cooperation with State and Local Law Enforcement Officials in assuring employee safety.

e Training related to safety awareness—both inside and outside the work building

* Before/after hours security and use of building access cards

Responses to Violence in the Workplace

> In conjunction with the agency Discriminatory Harassment policy, the agency Policy on
Workplace Violence seeks to explain agency expectations as they relate to a safe,

supportive work environment.

e Informal and formal responses depending on employee needs and seriousness of offense
* Required reporting of assault or threats of violence ‘



* Investigation of all complaints

* Investigation of all serious incidents (any including use or threats of force) that come to
agency attention by any means

e Disciplinary action, including termination

> Required reporting of all threats or incidents of violence that include the use of force.

> Procedures for rapid response to emergencies involving threats or injury.

* Supervisor, manager responsibility during and after an incident

»  Supervisor, manager training

* First aid training, procedures

* All media inquiries handled by Agency Director or Director of Communications

> Cooperation with law enforcement officials if a crime is committed in the workplace.

* Supervisor, manager responsibility
e Supervisor, manager training

Plan Implementation

* Plan developed by in-house team, draft reviewed by all employees, approved by Agency
Director

* New employee orientation and inclusion of Plan on agency computer network

*  Annual review of Plan by agency staff/in-house team to ensure accuracy and possible
improvements to the Plan



PLAN FOR IMPLEMENTING ZERO TOLERANCE OF VIOLENCE IN, AND
AROUND, THE WORKPLACE

1. The Agency Will Provide a Safe Workplace at all its Locations.

The Minnesota Higher Education Services Office is committed to ensuring that the workplace

provides for the safety of employees and guests, and for reasonable protection from workplace

violence.

[ )

w

. The Agency Will Attempt to Limit Violence From External Sources by Positively

Affecting the Attitude and the Behavior of its Customers.

Customer Service: The department will continue to place emphasis on good customer service
in a way that is fair, efficient, reliable and understandable. In doing so, and by treating
customers with respect and dignity, the potential for workplace violence from external

sources will be greatly reduced.

. Prevention: The Agency Will Attempt to Reduce The Potential for Internal

Workplace Violence by Positively Affecting the Attitudes and the Behavior of its
Employees.

Behaviors and Interactions: Clear expectations of behaviors and interactions for employees,
customers and guests in the workplace are established by virtue of this policy. This will
include a zero tolerance for behaviors such as name-calling; obscene language or gestures;
throwing things; pushing; stalking; bullying; hazing; unjust exercise of power; negative racial
or sexual comments; violent acts of hate such as assault or striking others;

inappropriate touching; carrying weapons; making “fun” or showing disrespect for others
within the office or at functions outside the department or using inappropriate or offensive

references for customers and staff.

Creating a low-risk work environment: Agency managers and supervisors are expected to

promote positive behavior, and to lead by example, by treating employees with respect and



dignity. Emphasis will be placed on creating a workplace where the established standards of
conduct are clear, communicated, and consistently enforced, and where discipline is used

fairly and appropriately to deal with instances of unacceptable behavior.

B All Staff Training: Appropriate to their position, all agency staff will be provided with
training on managing conflict. Management training will focus on prevention and de-
escalation of violence, will include suggestions for appropriate responses to threats and acts
of violence, and will identify resources which are available for use once a potential problem

has been identified or an incident has occurred.

Other training and information that foster a positive workplace environment, such as

enhanced communication or stress management, etc. will be made available.

B Employee Counseling and Assistance: The agency will encourage use of the Employee
Assistance Program (EAP). The EAP is primarily an assessment, short-term counseling and
referral agency. While supervisors, union representatives, or family members may encourage
employees to seek help from the EAP, the decision to use its services must be a voluntary

one.

B Safety Promotion: Information and instruction will be provided or posted for agency
employees and customers regarding appropriate responses to potential safety threats. For
example, evacuation routes will be posted and “wardens” will be established for all
workplace areas to ensure the safe evacuation of all staff and visitors. A reception area
policy will be strictly enforced to enhance security generally. An “after hours” policy will be

disseminated to all staff detailing essential security and safety measures.

B Self-help: Informational brochures and other methods will be used to make employees
familiar with the services offered by the EAP, and will provide information on how to take

advantage of those services. Information will also be provided about other options for the



resolution of personal and work-related problems which may have a potential for escalating

to a violent incident. Employees will be encouraged to utilize available resources.

®  Valuing and Respecting Diversity. 1t is the agency’s policy and practice to value and respect
individual differences among people. Harassment of any person in the workplace is strictly
prohibited. Harassment can be any behavior which is unwelcome, personally offensive,
insulting or demeaning when:
1) submission to such conduct is explicitly or implicitly made a term or condition of
an individual’s employment;
2) submission to, or rejection of, such conduct is used as the basis for employment
decisions affecting such an individual; or,
3) such conduct has the primary purpose or effect of unreasonably interfering with
an employee’s performance, or of creating an intimidating, hostile, or offensive
working environment.
Harassment and discrimination are serious concerns. Incidents of this nature, if not corrected,
may result in workplace violence. Management will continue to treat reports of harassment and
discrimination seriously. Complaints of alleged harassment or discrimination will be promptly

investigated and, as necessary, appropriate disciplinary action will be taken.

4. The Office Will Effectively Deal With Threats of Violence, and With Actual

Incidents of Violence.

B Supervisory Responsibilities: Office managers and supervisors have primary responsibility
for ensuring a safe work environment. Managers and supervisors are specifically empowered
to take immediate action to resolve or stabilize violent situations in the workplace, and to
protect people from harm. They will ensure that when a threat is made or a violent incident
occurs, an appropriate response is immediately taken. Supervisors and managers will also
ensure that appropriate disciplinary responses to internal workplace violence and aggression

are made. Supervisors and managers will carry out these responsibilities with the assistance



of the agency’s Human Resources & Agency Services division and, as appropriate, other

state and local government agents.

B Reporting threats or acts of violence involving physical injury: All incidents involving the
use or force or the threat of force should be reported to the immediate unit or divisional
management and the agency’s Human Resources & Agency Services division. Reports
should fully detail the specific incident and the names of all persons involved including
witnesses. All incidents will be fully investigated by agency management and Human
Resources staff with assistance from other state and local agents as appropriate. A full
written report will be provided to the Commissioner of Employee Relations including a

follow-up on the response action taken.

Media inquiries regarding incidents of workplace violence will be handled by authorized

management personnel.

***% As warranted, local law enforcement agencies or emergency medical personnel should

immediately be contacted by dialing “9-911". (You must dial “9" to get an outside phone line.)

S. The Minnesota Higher Education Services Office Will Work to Eliminate Dangerous
Weapons from the Workplace.

B Dangerous Weapon Prohibition: The possession of any dangerous weapon, including
firearms, in any Minnesota Higher Education Services Office workplace, by any person other
than a law enforcement officer, is strictly prohibited. Office personnel are prohibited from
possessing any dangerous weapon while in work status. [See Appendix A for a list of

dangerous weapons included in this prohibition. ]



PLAN IMPLEMENTATION

Cop1es of this plan and- pohcy w111 be: d1stnbuted to all employees, posted elecu'omcally w1th1n
the agency, mserted mto the agency Employee Manual, and made available to outside customers
Managers and supemsors will be respons1ble for mfonmng employees of th1s plan and pohcy,

and for enforcing compliance.

.The agency yvlll continue to provide information about theservicesavailable through the
Employee Assistance Program to help employees deal with concerns and issues related to

- workplace or family wolence TraJmng needs will be assessed and mformatlon about pertment
training sessions for managers, superv1sors, and employees will continue to be -made available to - |
agency staff The agency will work to funher advance this plan and will 1dent1fy and address

speclﬁc actlon 1tems

Managers and supervisors w111 have pnmary respons1b111ty for ensurmg a safe Workplace for -
momtonng and resolutlon of employee conflicts, or dlsputes for takmg appropnate corrective -
: actlon When potentlally violent s1tuat10ns develop, and for worlung w1th the agency s Human

' 'Resources & Agency Semces D1v1sxon and other appropnate agencles when threats or acts of

wolence do occur. B




Appendix A

DANGEROUS WEAPONS

For purposes of the Plan and Policy, the following items are considered to be “dangerous
weapons””:

any weapon which, per applicable law, is illegal to possess

any firearm, loaded or unloaded, assembled or disassembled, including pellet, “BB”, and shot
guns (electronic incapacitation devices)

replicate firearms, as defined in Minn. Stat. 609.713

knives (and other similar instruments) with a blade length of more than three inches, other
than those present in the workplace for the specific purpose of food preparation and service

any “switchblade” knife

“brass knuckles”, “metal knuckles”, and similar weapons

bows, crossbows and arrows

explosives and explosive devices, including fireworks and incendiary devices

b1

“throwing stars”, “numchucks”, clubs, saps, and any other items commonly used as, or
primarily intended for use as, a weapon

any object that has been modified to serve as, or has been employed as, a dangerous weapon -

any other item so designated by the Director of the Minnesota Minnesota Higher Education
Services Office

11



Appendix B

MHESO Employee Acknowledgment of Receipt of HESO Harassment Policy

and Policy on Workplace Violence

I acknowledge that I have received and read the Minnesota Higher Education Services Office’s:
1) Policy on Harassment, and

2) Policy on Workplace Violence.

Name of Employee (please print):

Date:

Signature:

L. e e e e e ]
Please sign and return this form to:
the MHESO Director of Human Resources
& Agency Services

[ s e G s e s s |
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